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Delaware Taxpayer Portal — Submit a Service Request/Manage a Service

Request

The following pages outline the steps required to 1) submit a service request, 2) view a
submitted service request, 3) request follow-up on a service request, and 4) close a
service request within the Taxpayer Portal.

A service request is a way for you to ask for help on a particular topic such as: Change
Filing Frequency, Assign Power of Attorney, and more.

Submit a Service Request

1 Login tothe Portal using an Administrator account

Log in to the Delaware Taxpayer Portal with your Delaware Taxpayer Portal account.

e . °
Elu PORTAL |5

HOME PROFILE ~ ACCOUNT = TRANSACTIONS » MESSAGES v REQUESTS~ GLOBAL HELP LOG QUT

Tax Accounts

Welcome, Robert

You have 1 incomplete document(s) Account Type Address Last Activity Date.  Current Balance Last Period Filed
Youlast logged in on ALCOHOL/ 123 WILMINGTON BLVD, 09/15/2020 $100,578.24 | 01/31/2018
Monday, 09/21/2020 08:26 AM ALCOHOL MANUFACTURER WILMINGTON, DE 19801-2403

UNITED STATES

ALCOHOLA 123 WILMINGTON BLVD, 08/19/2020 $0.00
ALCOHOL WHOLESALER WILMINGTON, DE 19801-2403
UNITED STATES

User Profile Summary

Robert Achorn ALCOHOL/ 123 WILMINGTON BLVD, 06/26/2020 $0.00
rachorn@rsimail.com OUT OF STATE SUPPLIER WILMINGTON, DE 19801-2403
TUO0000000043 UNITED STATES

CIGARETTE STAMP TAX 123 WILMINGTON BLVD, 08/26/2020 $0.00

WILMINGTON, DE 12801-2403
UNITED STATES
Taxpayer Information

GROSS RECEIPTS TAX/ 123 WILMINGTON BLVD, 0971472020 $0.00
AD AGENCY WILMINGTON, DE 19801-2403

PORTAL BUSINESS UNITED STATES

123 WILMINGTON BLVD

WILMINGTON, DE 19801-2402 Showing 1 to 5 of 19 entries M < 1 2 3 e > Ul

UNITED STATES

seleera Tapayer Outstanding Debts Make Paymen
Account Type Period End Date Balance Status
ALCOHOL/ALCOHOL MANUFACTURER 05/31/2017 $95,736.09 | ACTIVE
GROS5 RECEIPTS TAX/NURSING FACILITY QUALITY ASSESSMENTS 11/30/2017 $19,579.57 | ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 01/31/2018 $4.706.76  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 07/31/2017 $4.661.00  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 06/30/2017 $4472.72  ACTIVE
Showing 1 to 5 of 19 entries M < 2 3 4 > Ll
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From the Requests drop-down menu, select “New Service Request”. The information on the Service
Request Detail page will be prepopulated based on your account settings.

2 Navigate to the Service Request Detail page

?i&ﬂ??é Search Q
EIIJ PORTAL

GLOBAL HELP

HOME LOG OUT

PROFILE~ ACCOUNT ~ TRANSACTIONS v

MANAGE SERVICE REQUESTS

Tax Accounts

Welcome, Robert

NEW S E REQUEST

You have 1 incomplete documentis) Account Type Last Activity Date  Current Balance Last Period Filed
polilacElonredinion ALCOHOL/ 123 WILMINGTON BLVD, 09/15/2020 $109,578.24  01/31/2018
Monday, 09/21/2020 08:26 AM ALCOHOL MANUFACTURER WILMINGTON, DE 19801-2403
UNITED STATES
ALCOHOL/ 123 WILMINGTON BLVD, 08/19/2020 £0.00
- o C ALCOHOL WHOLESALER WILMINGTON, DE 19801-2403
=5 5 . X
User Profile Summary UNITED STATES
Robert Acharn ALCOHOL/ 123 WILMINGTON BLVD, 06/26/2020 $0.00
rachorn@rsimail.cam OUT OF STATE SUPPLIER WILMINGTON, DE 19801-2403
TUO0000000043 NNIEDSIATES
CIGARETTE STAMP TAX 123 WILMINGTON BLVD, 08/26/2020 $0.00
WILMINGTOMN, DE 19801-2403
UNITED STATES
Taxpayer Information
GROSS RECEIPTS TAX/ 123 WILMINGTON BLVD, 09/14/2020 £0.00
AD AGENCY WILMINGTON, DE 19801-2403
PORTAL BUSINESS UNITED STATES
123 WILMINGTON ELVD
WILMINGTON, DE 19801-2403 Showing 1 to 5 of 19 entries W < 1 2 3 4 > M
UNITED STATES
sesaTaeerer Qutstanding Debts Make Payment
Account Type Period End Date Balance |7  Status
ALCOHOL/ALCOHOL MANUFACTURER 05/31/2017 $95736.08  ACTIVE
GROSS RECEIPTS TAX/NURSING FACILITY QUALITY ASSESSMENTS 11302017 $19,57857  ACTIVE
Select a Request Type from the drop-down menu.
DELAWARE
TAXPAYER Search Q

PORTAL

HOME PROFILE ~ ACCOUNT~

Service Reguest Detail

* indicates required field

Request Header

Request Number * Request Type ~
Request Date  09/21/2020 Request Status Open
Requested By rachorn_dev3 * Description
£
* Taxpayer Name PORTAL BUSINESS ~
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4 Describe Service Request

Write a description to let the agency know why you are submitting the service request.

e a
EIJPORTAL |

GLOBAL HELP LOG OUT

HOME PROFILE~ ACCOUNT~ TRANSACTIONS = MESSAGES REQUESTS ~

Service Request Detail

*indicates required field

Request Header

Request Number * Request Type

Qpep

Request Date 08/21/2020 Request Stafur

Requested By racharn_dev3 * Description

* Taxpayer Name PORTAL BUSINESS v

Cancel Save

5 Complete Service Request Details

Complete the required fields for the address change depending on what Request Type you are selecting.

~

* Taxpayer Name DOCUMENTATION TEST e

Request Details
* Reason
* Phone Number XXX XXX XXXX

* Email
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You have the opportunity to upload a file with supporting documentation for your request. Some
requests will require these supporting documents to be uploaded with this request.

6 Upload Supporting Documents

Attachments
Maximum File Size: 2MB

Total number of files uploaded cannot be greater than: 5

Allowable file types are: pdf, .jpeg, .jpg, .gif. .png, xIsx, xls, .doc, .docx, .csv, xml, .zip, .txt

=+ Add Files... @ start Upload @ Cancel Upload O

7 Submit Service Request

Once complete, select “Save”. This will submit your request to the Division of Revenue and a staff
member will review your request. You will see a confirmation message that your request was submitted
successfully.

Elu PORTAL

HOME PROFILE~ ACCOUNT ~ TRANSACTIONS ~ MESSAGES ~ REQUESTS~

REQUESTS MANAGE SERVICE REQUESTS

Your new service request has been submitted successfully. (Confirmation# 169345)
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View a Submitted Service Request

1 Login to the Portal using an Administrator account

Log in to the Delaware Taxpayer Portal with your Delaware Taxpayer Portal account.

e a
EIJ PORTAL -

PROFILE~ AESSAGES « REQUESTS GLOBAL HELP

Tax Accounts

Welcome, Robert

You have 1 incomplete document(s) Account Type 1L Address Last Activity Date  Current Balance Last Period Filed
You lastlogged in on ALCOHOL/ 123 WILMINGTON BLVD, 09/15/2020 $109,578.24  01/31/2018
Monday, 09/21/2020 08:26 AM ALCOHOL MANUFACTURER WILMINGTON, DE 13801-2403
UNITED STATES
ALCOHOL/ 123 WILMINGTON BLVD, 08/19/2020 50.00
ALCOHOL WHOLESALER WILMINGTON, DE 18801-2403

r Profile Summary

UNITED STATES

Rebert Achorn ALCOHOL/ 123 WILMINGTON BLVD, 06/26/2020 50.00

rachorn@rsimail.com OUT OF STATE SUPPLIER WILMINGTON, DE 19801-24032

TUOODODO0O043 VNITED STATES
CIGARETTE STAMP TAX 123 WILMINGTCN BLVD, 08/26/2020 50.00

WILMINGTON, DE 18801-2403
UNITED STATES

Taxpayer Information
GROSS RECEIPTS TAX/ 123 WILMINGTON BLVD, 09/14/2020 50.00
AD AGENCY WILMINGTON, DE 19801-2403

PORTAL BUSINESS UNITED STATES

123 WILMINGTON BLVD

WILMINGTON. DE 19301-2403 Showing 1 to 5 of 19 entries W < 2 3 4 > L]

UNITED STATES

el Outstanding Debts Make Paymen:

Account Type Period End Date Balance |7 Status
ALCOHOL/ALCOHOL MANUFACTURER 05/31/2017 $95736.09  ACTIVE
GROSS RECEIPTS TAX/NURSING FACILITY QUALITY ASSESSMENTS 11/30/2017 $1957257  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 01/31/2018 5470676 ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 07/31/2017 $4661.99  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 06/30/2017 $447272  ACTIVE

Showing 1 to 5 of 19 entries 7] <




Wi

2 Navigate to the Manage Service Requests page

From the Requests drop-down menu, select “Manage Service Requests”.

Ll o .
PORTAL

HOME PROFILE~ ACCOUNT = TRANSACTIONS E g REQUESTS = GLOBAL HELP LOG ouT

MAMAGE SERVICE REQUESTS

Tax Accounts

Welcome, Robert

NEW SERVIC
You have 1 incomplete document(s) Account Type Last Activity Date  Current Balance Last Period Filed
oplastlorsedinlon ALCOHOL/ 123 WILMINGTON BLVD, 09/15/2020 $109,578.24  01/31/2018
Monday, 09/21/2020 08:26 AM ALCOHOL MANUFACTURER WILMINGTON, DE 19801-2403
UNITED STATES
ALCOHOL/ 123 WILMINGTON BLVD, 08/19/2020 $0.00
- aC T ALCOHOL WHOLESALER WILMINGTON, DE 19801-2403
User Profile Summary UNITED <TATES
Robert Achorn ALCOHOL/ 123 WILMINGTON BLVD, 06/26/2020 $0.00
rachorn@rsimail.com OUT OF STATE SUPPLIER WILMINGTON, DE 19801-2403
TUO0DO0000043 URTUED SIS
CIGARETTE STAMP TAX 123 WILMINGTON BLVD, 08/26/2020 $0.00
WILMINGTON, DE 19801-2403
UNITED STATES
Taxpayer Information
GROSS RECEIPTS TAX/ 123 WILMINGTON BLVD, 09/14/2020 $0.00
AD AGENCY WILMINGTON, DE 19801-2403
PORTAL BUSINESS UNITED STATES
123 WILMINGTON BLVD
WILMINGTON, DE 19801-2403 Showing 1 to 5 of 19 entries 1] < 1 2 3 4 > H
UNITED STATES
el Qutstanding Debts Make Paymen:
Account Type Period End Date Balance  |f Status
ALCOHOL/ALCOHOL MANUFACTURER 05/31/2017 $05736.00  ACTIVE
GROSS RECEIPTS TAX/NURSING FACILITY QUALITY ASSESSMENTS 11/20/2017 $19,579.57  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 01/31/2018 $4,706.76  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 07/31/2017 $4,661.00  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 06/30/2017 5447272 ACTIVE
Showing 1 o 5 of 19 entries 1] < 2 3 4 > M
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3 Navigate to the Service Request Detail page

Select the Description link to view the service request.

| .||J T Search a
PORTAL

HOME PROFILE~ ACCOUNT~ TRANSACTION MESSAGES REQUESTS~ GLOBAL HELP LOG OUT

REQUESTS MAMAGE SERVICE REQUESTS

Manage Service Requests

View or modify existing service requests.

* indicates required field

* Taxpayer Name PORTAL BUSINESS v Case Cpen v
Status
Filter
Request Datel Description Type Status Taxpayer Name Tax Account Requested By
05/19/2020 test Change Filing Frequency Open PORTAL BUSINESS Robert Achorn
06/02/2020 tewe Close Portal Account Open PORTAL BUSINESS Robert Achorn
06/23/2020 test Assign Power of Attorney Open PORTAL BUSINESS Robert Achorn
06/25/2020 test Public Urility Tax Claim for Refund Open PORTAL BUSINESS Robert Achorn
0772772020 test Request for Change Open PORTAL BUSINESS Robert Achorn
02/04/2020 another test Request for Change Open PORTAL BUSINESS Robert Achorn
02/04/2020 arequest Request for Change Open PORTAL BUSINESS Robert Achorn

Showing 1 to 7 of 7 entries

=

‘@ -

The portal will display the Service Request Detail page with the submitted details.

If the service request is closed, then you will see a view only page. If the service request is
still open and you have authorization to update the service request, you will be allowed to
edit and save the updated service request.

Service Request Detall

If you require additional follow up from the Delaware Division of Revenue, please send a message under Request Follow Up and select Save. Also, you can add an
attachment with details supporting your service request. If you no longer need this request, please change the Request Status to Close Resolved.

* indicates required field
Request Header

Request Number 169345 * Request Type Public Utility Tax Claim for Refund &7

Request Date 09/17/2020 * Request Status Open v

Requested By ~ Marc Abla Description Need a Public Utility Tax Claim

Taxpayer Name DOCUMENTATION TEST b
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Request a Follow-up on a Service Request

1 Navigate to the Manage Service Requests page

From the Requests drop-down menu, select “Manage Service Requests”.

e a
EIIJ PORTAL o

HOME PROFILE~ ACCOUNT ~ TRANSACTIONS MESSAGES ~ REQUESTS ~ GLOBAL HELP LOG OUT

MANAGE SERVICE REQUESTS

Tax Accounts

Welcome, Robert

NEW SERVICE REQUEST

You have 1 incomplete document(s) Account Type Last Activity Date  Current Balance Last Period Filed
You last logged inon ALCOHOL/ 123 WILMINGTON BLVD, 09/15/2020 $100,578.24  01/31/2018
Monday, 09/21/2020 08:26 AM ALCOHOL MANUFACTURER WILMINGTON, DE 19801-2403
UNITED STATES
ALCOHOL/ 123 WILMINGTON BLVD, 08/19/2020 $0.00
- S . ALCOHOL WHOLESALER WILMINGTON, DE 18801-2403
o) 5 ary X
r Profile Summary UNITED STATES
Robert Achorn ALCOHOL/ 123 WILMINGTON BLVD, 06/26/2020 $0.00
rachorn@rsimail.com QUT OF STATE SUPPLIER WILMINGTON, DE 18801-2403
TUOO00D000G4Z UNITED STATES
CIGARETTE STAMP TAX 123 WILMINGTON BLVD, 08/26/2020 50.00
WILMINGTON, DE 19801-2403
UNITED STATES
Taxpayer Information
GROSS RECEIPTS TAX/ 123 WILMINGTON BLVD, 09/14/2020 $0.00
AD AGENCY WILMINGTON, DE 19801-2403
PORTAL BUSINESS UNITED STATES
123 WILMINGTON BLVD
WILMINGTON. DE 19501-2403 Showing 1 to 5 of 18 entries 7] < 2 3 4 Y ]
UNITED STATES
E=sa e Outstanding Debts ke Payment
Account Type Period End Date Balance  |f Status
ALCOHOL/ALCOHOL MANUFACTURER 05/3172017 $95736.09 ACTIVE
GROSS RECEIPTS TAX/NURSING FACILITY QUALITY ASSESSMENTS 11/30/2017 $19,57957  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 01/31/2018 $4.706.76 ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 07/312017 $4,661.99  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 06/30/2017 $4.47272 | ACTIVE
showing 1 to 5 of 19 entries 1] < . 2 3 4 > Ul



2 Navigate to the Service Request Detail page

kll

DELAWARE
TAXPAYER

PORTAL

Select the Description link for the open service request you wish to see to view the specific request. The
portal will display the Service Request Detail page with the submitted details.

HOME

Manage

View or mod

PROFILE~ / UNT = TRANSACTIONS ~

Service Reguests

fy existing service reguests

* Taxpayer Name PORTAL BUSINESS

Request Datel
05/19/2020
06/02/2020
06/23/2020
06/25/2020
07/27/2020
08/04/2020

08/04/2020

Description

another test

arequest

Showing 1 to 7 of 7 entries

REQUESTS =

Case Open
Status

Type
Change Filing Frequency

Close Porzal Account

Assign Power of Attorney

Public Utilizy Tax Claim for Refund
Request for Change

Request for Change

Request for Change

Status
Open
Open
Open
Open
Open
Open

Open

Taxpayer Name
PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS

PORTAL BUSINESS

Search

GLOBAL HELP LOG OUT

#indicates required field

Tax Account Requested By

=

Robert Achorn
Rebert Achorn
Robert Achorn
Robert Achorn
Robert Achorn
Robert Achorn

Robert Achorn



3  Enter Follow Up Details
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Under Request Follow Up, enter a message you want to send to the Delaware Department of Revenue.

Request Details
New Name

New Account Number
New Taxpayer D (TPID)
New Taxpayer ID Type

Effective Date to Close
Account

* Reason
* Phone Number

* Email

new name

needed a change

(609) 230-0870

mail@mail.com

Message

Request Follow Up

4 Upload Supporting Documents

3.5

Upload a file and select the “Save” button and the website will display a confirmation message to confirm

that the details were successfully updated.

REQUESTS MAMAGE SERVICE REQUESTS

Your changes have been saved successfully.

1(



DELAWARE
' TAXPAYER

PORTAL
Close a Service Request

1 Navigate to the Manage Service Requests page

From the Requests drop-down menu, select “Manage Service Requests”.

| .||J$:y:'-::2: Search a
PORTAL

HOME PROFILE~ ACCOUNT~ TRANSACTIONS « GLOBAL HELP LOG OUT

REQUESTS ~

MANAGE SERVICE REQUESTS

Tax Accounts

Welcome, Robert

NEW SERVICE REQUEST

You have 1 incomplete document(s) Account Type Last Activity Date.  Current Balance Last Period Filed
You last logged in on ALCOHOL/ 123 WILMINGTCN BLVD, 09/15/2020 $108,578.24  01/31/2018
Monday, 09/21/2020 08:26 AM ALCOHOL MANUFACTURER WILMINGTON, DE 19801-2403
UNITED STATES
ALCOHOL/ 123 WILMINGTCN BLVD, 08/19/2020 $0.00
- ALCOHOL WHOLESALER WILMINGTOMN, DE 19201-2403
el 5 ary ,
User Profile Summary UNITED STaTES
Robert Achorn ALCOHOL/ 123 WILMINGTCN BLVD, 06/26/2020 $0.00
rachorn@rsimail.com OUT OF STATE SUPPLIER WILMINGTON, DE 19201-2403
TUO0000000043 DUIEDISIALES
CIGARETTE STAMP TAX 123 WILMINGTCN BLVD, 08/26/2020 $0.00
WILMINGTON, DE 19801-2403
UNITED STATES
Taxpayer Information
GROSS RECEIPTS TAX/ 123 WILMINGTGN BLYD, 09/14/2020 $0.00
AD AGENCY WILMINGTON, DE 19801-2403
PORTAL BUSINESS UNITED STATES
123 WILMINGTON BLVD
WILMINGTON, DE 19801-2403 Showing 1 to 5 of 19 entries M < 1 2 3 4 > M
UNITED STATES

Select a Taxpayer

QOutstanding Debts

Make Payment

Account Type Period End Date Balance 1 Status
ALCOHOL/ALCOHOL MANUFACTURER 05/31/2017 $95,736.09 | ACTIVE
GROSS RECEIPTS TAX/NURSING FACILITY QUALITY ASSESSMENTS 11/30/2017 $19,579.57  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 01/31/2018 $4,706.76  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 07/31/2017 $4,661.99  ACTIVE
ALCOHOL/ALCOHOL MANUFACTURER 06/30/2017 $4472.72  ACTIVE
Showing 1 to 5 of 19 entries H < z 3 4 > M

1]



2 Navigate to the Service Request Detail page

lljise

Select the Description link for the open service request you wish to see to view the specific request. The
portal will display the Service Request Detail page with the submitted details.

HOME

Manage

View or mod

PROFILE~ ACCOUNT~ TRANSACTIONS

Service Requests

fy existing service requests

* Taxpayer Name PORTAL BUSINESS

Request Date|
05/18/2020
08/02/2020
06/23/2020
06/25/2020
0772772020
08/04/2020

08/04/2020

Description

another test

arequest

Showing 1 to 7 of 7 entries

REQUESTS~

Case Open
Status

Type

Change Filing Frequency

Close Portal Account

Assign Power of Attorney

Public Urility Tax Claim for Refund
Request for Change

Request for Change

Request for Change

Status
Open
Open
Open
Open
Open
Open

Open

Taxpayer Name

PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS
PORTAL BUSINESS

PORTAL BUSINESS

Search

GLOBAL HELP LOG OUT

* indicates required field

Tax Account Requested By

=

Robert Achorn
Robert Achorn
Robert Achorn
Robert Achorn
Robert Achorn
Robert Achorn

Robert Achorn

‘@ -



DELAWARE
‘l TAXPAYER
PORTAL
3 Update Request Status

Under the Request Header, set the Request Status to Closed Resolved.

sy a
EIIJ PORTAL o

HOME PROFILE~ ACCOUNT - TRANSACTIONS - MESSAGES ~ REQUESTS~ GLOBAL HELP LOG OUT

REQUESTS / MANA

E REQUESTS

Service Request Detail

If you require additional follow up from the Delaware Division of Revenue, please send a message under Request Follow Up and select Save. Alse, you can add an
attachment with details supporting your service request. If you no langer need this reguest, please change the Request Status to Close Resolved.

*indicates required field

Request Header

Request Number 168161 * Request Type Request for Change ~

Request Date 08/04/2020 * Request Status Open hd

Requested By  Robert Achorn Description a request

Taxpayer Name PORTAL BUSINESS v

Select the “Save” button and the portal will display a confirmation message to confirm the details were
successfully updated.

REQUESTS MAMNAGE SERVICE REQUESTS

Your changes have been saved successfully.




